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The purpose of a purchasing card program is to provide an efficient, cost-effective
method of purchasing and paying for small-dollar as well as high-volume, repetitive
purchases. This type of program is designed as an alternative to the traditional
purchasing process reducing the volume of purchase orders, invoices and checks
processed. Purchasing cards can be used when the dollar amount does not require a
purchase order (less than $5,000). Benefits of using the purchasing card program
include:

e Simplifies and makes more convenient purchasing without a purchase order

e Expedited delivery of goods

e Expanded list of merchants from whom purchases can be made

e Reduces amount of payments made to individual vendors

¢ Increased management information of purchases and personnel making purchases

e Allows purchasing dollar limits

¢ Vendors receive expedited payments and reduced paperwork

e Eliminates reimbursements from Petty Cash

e Credit card vendor may provide a reward program based on amount charged.
Each department will determine how many purchasing cards will be issued and monitor activity
and assign accounting numbers. Analysis by cardholder, vendor, or volume can be retrieved
directly over the Internet. Each issued card will include the individual’s name along with the
City's name. The Sales Tax Exemption number will be furnished to the cardholder and should
be used whenever possible (exception for travel expenses). Each department shall bear all
costs associated with the use of the card. The Finance department shall solicit competitive bids

for the selection of and terms for the use of a purchasing card for City use. A written agreement
with the successful bank will include fees, rebates, and processing procedures.
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